
5000 
24 October 2003 

E-Mail ALPERSRU V/03 
Subj: ANNUAL VERIFICATION OF BAH, DEPENDENCY AND EMERGENCY DATA 

Ref (a) Personnel and Pay Procedures Manual, PSCINST M1000.2(series) 
(b) PSCNOTE 5000, BAH, Dependency and Emergency Data Forms and Reports 
(c) Coast Guard Pay Manual, COMDTINST M7220.29(series) 
(d) Coast Guard Personnel Manual, COMDTINST M1000.6(series) 

  
Introduction This E-Mail ALPERSRU announces changes to the process, described in 

Section 5-C-2 of reference (a), for the annual verification of BAH, 
dependency and emergency data.  

  
Background Reference (b) published new forms and procedures for recording a member’s 

BAH eligible family members and designation of beneficiaries.  Designation 
of beneficiaries for the Death Gratuity, Unpaid Pay and Allowances or 
Person to Receive an Allotment of Pay if Missing or Unable to Transmit 
Funds will now be recorded on CG PSC-2020D, Designation of Beneficiaries 
form.  It is no longer necessary to enter such designations in PeopleSoft.  

  
Validation 
Process 

This is how verification of dependency and emergency data will be 
accomplished using the new BAH/Dependency form and Emergency Contact 
report. 

 
Stage Who does it/ 

When 
What Happens 

1 SPO/PERSRU 
Week of 03-07 Nov 

Forwards to units: 
 

1. PeopleSoft BAH/Dependency Forms  
2. PeopleSoft Emergency Contact Information 

Report 
3. Copies of members’ SGLI Election forms 

(SGLV-8286 & 8286A) 
 
Note:   If the unit has sufficient administrative capability 

and maintains Unit PDR copies of SGLI forms, this 
step is unnecessary as the unit can generate the 
BAH/Dependency Forms and Emergency Contact 
Information Reports from PeopleSoft using 
Command Self-Service access. 

 
Continued on next page 

http://www.uscg.mil/hq/psc/3pm.htm
http://www.uscg.mil/hq/psc/pscnote5000.pdf
http://www.uscg.mil/CCS/CIT/CIM/DIRECTIVES/CIM/CIM_7220_29A.pdf
http://www.uscg.mil/hq/g-w/g-wp/g-wpm/PersMan/PERSMAN Chap 04.pdf
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Validation 
Process (cont’d) 

 

 
Stage Who does 

it/When 
What Happens 

2 Unit/ 
Upon Receipt 

Forwards SGLI Forms, BAH/Dependency Forms and Emergency 
Contact Reports to members for verification. Also provides members 
with blank, or with instructions to access, CG PSC-2020D, 
Beneficiary Designations form. 

 C
ont’d 

 If a form or report is Then 
not received for a 
member or is lost or 
destroyed. 

1. Use the PeopleSoft  
BAH/Dependency Form or 
Emergency Contacts Report 
print procedure to generate a 
new form/report for the 
member’s verification.  

2. Provide the member a blank 
SGLI election form to 
complete.  

3 Member 
NLT 30 Nov 

1. Completes CG PSC-2020D, Beneficiary Designation form. 
Forwards original to SPO/PERSRU, retains copy for Unit PDR if 
one is maintained. 

2. Reviews BAH/Dependency Data form for accuracy: 
• Annotates any necessary changes or corrections.  
• Signs and dates in the “Members Certification” area. 
• Returns to SPO/PERSRU, includes  

CG PSC-2020, BAH Dependency Worksheet, and supporting 
documentation if adding/removing BAH eligible dependents. 

3. Reviews Emergency Contacts Report for Accuracy: 
• Enters any changes or corrections in PeopleSoft using self-service.  

Or, if unable to access the system, annotates changes on report and 
returns to SPO/PERSRU data entry. 

 
Continued on next page 
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Validation 
Process (cont’d) 

 

 
Stage Who does 

it/When 
What Happens 

4 SPO/PERSRU 
 

Enters, into PeopleSoft, any changes or corrections the member 
noted using the appropriate process: 
 
• Dependent/Beneficiary to add or change information about 

dependents (Note:  Appropriate SDA II entries must be 
completed if dependency change impacts entitlements).  
Generates a new BAH/Dependency form and forwards to 
member for signature. 

• Emergency Contact to add or change emergency contact 
information 

• Life and AD/D Benefits to make SGLI election changes (Note: 
Data entry is only required when member is changing a 
SGLI/Family SGLI election, i.e. increasing, decreasing or 
declining coverage. No data entry is required if the member is 
only updating beneficiary designations.) 

 
Files SGLI forms, BAH/Dependency forms and CG PSC-2020D 
forms in section 4 of PERSRU PDR. 

  
Procedures Procedures for maintaining dependency and emergency data and printing 

forms and reports in PeopleSoft are available in the online help at: 
 
http://www.uscg.mil/hq/psc/ps/ 
 
An extract of the portions of the online help pertaining to dependency and 
emergency data is included as enclosure (1). 

  
Continued on next page 

http://www.uscg.mil/hq/psc/cghrms/persru/employee_family_member_and_beneficiary_information.htm
http://www.uscg.mil/hq/psc/cghrms/persru/change_emergency_contacts_(non_self-service).htm
http://www.uscg.mil/hq/psc/cghrms/persru/elections_and_beneficiaries.htm
http://www.uscg.mil/hq/psc/ps/
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Failure to 
Complete 
Annual 
Validation 

Per Section 3.B.7.b of reference (c), if a member fails to perform the annual 
dependency certification, the member loses entitlement to Basic Allowance 
for Housing (BAH) at the With Dependents rate, and shall be paid BAH at the 
Without Dependent rate until such time as the member provides proper 
validation.  If a member fails to perform the annual validation, the PERSRU 
shall notify PSC (MAS) via E-Mail to HRSIC-MAS@hrsic.uscg.mil not later 
than 31 December 2003. 

 
Certification 
Requirements 
for Single 
Member 
Sponsors and 
Military 
Couples With 
Dependents  

Reference (d), Article 4.A.6.g. requires single members with dependents, and 
military couples with dependents, must also make the following certification 
on their BAH/Dependency form annually:   
 

“I certify that I am in compliance with Article 4-A-6.g., Coast Guard 
Personnel Manual.  I have made adequate, proper dependent care 
arrangements and am available for unrestricted worldwide duty.”   

 
This certification shall be made in the member’s certification area of the form.

 
Update of 
DEERS 
Database 

If the member reports a dependency change during review of the 
BAH/Dependency form, this dependency change shall be reported, as 
appropriate, in the DEERS database. Additionally, if the member reports a 
change in residence address, this change in address should be recorded in 
DEERS as prescribed on pages 5-B-17 and 5-B-18, reference (a). 

   
Questions Questions regarding the content of this e-Mail ALPERSRU may be directed 

to PSC Customer Care at (785) 339-2200, or via e-mail. 

  
Released by Internet release authorized. 

 
/s/ 
M. P. SULLIVAN 
Deputy Director 

 
Encl: (1) Dependency and Emergency Data Procedures 
 

mailto:hrsic-mas@hrsic.uscg.mil
mailto:direct-access@hrsic.uscg.mil?subject=Annual%20Validation
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Dependency/Emergency Data Activity Guide 

Introduction 

This section provides the procedures for using the Dependency/Emergency Data Activity Guide 
to access family information, marital status, SGLI elections, dependency forms, and emergency 
contact forms. 
 
The Activity Guide simplifies navigation by grouping separate tasks into one area. 

Procedure 

Start Internet Explorer, sign into PeopleSoft and follow these steps to access the Activity Guide. 
Step Action 

1 Select menu items in the following order (note, see the Basic Navigation topic for help on 
using menus): 
 
Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emergency 
Data 

2 
 

The Dependency/Emergency Data Activity Guide will display. Select the link for the task 
you want to complete.  The link will open a new window, the activity guide will remain 
open so you can return and select another task without having to navigate the menus 
again. 

The Dependency/Emergency Data Activity Guide: 
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Add, Remove or Update Family Information 

Introduction 

This process is used to add/or change the status of (BAH) Basic Allowance for Housing Eligible 
Family members.  Family members are not deleted from the member's record when their status 
changes. For example, if a member reports a divorce, you would change the spouse's 
relationship to "ExSpouse" and de-select the BAH Eligible box on Personal Profile page. 
 

Note:   If recording a marriage, divorce or death of a spouse, be sure to update the member's 
marital status on the Personal Data page. 

 
After the data is entered and saved it can be printed on a BAH/Dependency Form. See BAH 
Dependency Form Print Procedure for more information. 

Reference 

Before adding a BAH Eligible Family Member you should consult Chapter 3-F of the Coast Guard 
Pay Manual, COMDTINST M7220.29(series). 

Pages and Tabs 

Processing family member/beneficiary information consist of one page and three tabs. 

 
1. The Name tab enables you to record the family member or beneficiary name and 

relationship to the member. You must use the Name tab to add or delete 
dependent/beneficiary records. 

2. The Address tab enables you to record the family member or beneficiary address 
information. 

3. The Personal Profile tab enables you to record BAH eligibility, birth date and other 
personal information about the family member or beneficiary. 
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Procedure 

Step Action 
1 Click the Add, Remove, Update Family Information link on the Dependency Emergency 

Data Activity Guide. 
2 A search page will appear. Enter the member's employee ID number or other search 

criteria (see Employee ID Search Tips) and click the  button to select the 
member you wish to display. 

 When choosing a member from the search results, please be sure you are choosing the person 
you actually want to change data on. Verify the employee ID or national ID before making any 
changes. 

3 The Dependent/Beneficiary Name tab (The Name tab enables you to record the family 
member name and relationship to the member) will be displayed. 
If the member does not have any family members or beneficiaries in the system, the 
Name tab will open with a new blank row, as shown below. 

 
If you are adding a new family member, you may complete the fields as indicated 
below. 

Note:  If adding a spouse, be sure to update the member's marital status on the 
Personal Data page. 

If the member already has family members or beneficiaries in the system, the Name tab 
will display the information on Dependent/Beneficiary ID 01 (the first family 
member/beneficiary in the member's record). 
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Step Action 

3  
1. If the member has more than one family member or beneficiary in the system, 

the links at the top of the window will be active. 

. Click on the View All link, Next Arrow 
button, or the Last link to view additional family members. 

2. Click the  to add an additional family member, a new blank row will be 
inserted. 

Name Tab Data Entry: 

Field Description/Instructions 
Dependent/ 
Beneficiary ID 

PeopleSoft pre-populates this field. It will automatically increment it 
by 1 for every new record added. 

Relationship 
to Employee 

Select a relationship from the drop-down menu. There are several 
pre-defined values to choose from: 

    
Dependent/Benf 
Type 

This field will automatically be filled in based on the type of 
relationship you selected above. You can change it if necessary, 
select a dependent/beneficiary type from the drop-down menu. 
Use: 

• Benf -- if this person is being added solely as a beneficiary 
(SGLI, Death Gratuity, etc) and not as a dependent/family 
member for BAH purposes. 

• Dependent/Benf -- if this person is being added as a BAH 
eligible dependent/family member (Including spouses in 
member-to-member marriages). This type (DependentBenf) 
will also allow you to use list the person as a beneficiary for 
other programs. 

Name This field will be populated by PeopleSoft after you fill out the other 
name fields and save the page. It displays the Last Name, First 
Name, and Middle Initial or complete middle name of the family 
member/beneficiary. 

Prefix Optional. You may choose a prefix (Mr. Mrs, etc.) from the drop-
down menu or leave this field blank. 

First Name Enter the person's first name  
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Step Action 

3 Last Name Enter the person's last name 
Middle Enter the person's middle initial, optionally you may enter the entire 

middle name if desired. 
Suffix If applicable, enter the suffix. Click  icon to perform a lookup of 

valid values. 

  
4 Click the Address tab to view, update or change family member address information. 

 
If you have just added or changed family member information in the Name tab, the 
address data for that person will be displayed. If the member has more than one family 
member or beneficiary in the system, the links at the top of the window will be active. 

. Click on the View All link, Next Arrow button, or 
the Last link to view additional family members or beneficiaries. 

Address Tab Data Entry: 

Field Description/Instructions 
Same 
Address/ 
Phone as 
Employee 

Click this check box if applicable, the address data will automatically fill 
based on the member's address information that is already in the system. 
The phone information will not fill in, you will have to un-check the box in 
order to enter the family member's phone number. If any of this 
information is incorrect, it can be updated using one of these procedures:

• Employee Address and Home of Record 
• Employee Home and Mailing Address Change 

Un-check the box if the family member's or beneficiary's address is no 
longer the same as the member's.  
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Step Action 

4 Address 1 
Address 2 
Address 3 

Use these fields to enter the street address, P O Box, apartment number, 
etc. 

City Enter the City 
County Not used for U. S. Addresses, enter if necessary for foreign addresses. 
State Enter the standard two-letter state abbreviation code. Click the  icon to 

perform a lookup of codes if necessary. 
Province Not used for U. S. Addresses, enter if necessary for foreign addresses. 
Postal Enter the zip code for U. S, Addresses or postal code for foreign 

addresses. 
Phone Enter the Home Phone number of the family member/beneficiary.  

5 Click the Personal Profile tab. This tab is used to designate BAH eligibility, provide 
Spouse-In-Service information, and record other personal information about the family 
member. Be sure to check the "Spouse-in-Service" block when the member's spouse is 
in any branch or component of the military. 
 
Note: The Gender value defaults to Male and the Martial Status defaults to Single 
 
If you have just added or changed family member beneficiary information in the Name 
and address tabs, the data for that person will be displayed. If the member has more 
than one family member or beneficiary in the system, the links at the top of the window 

will be active. . Click on the View All link, Next 
Arrow button, or the Last link to view additional family members. 

 
Complete the fields as indicated on the next page  when adding family 
members/dependents. 
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Personal Profile Tab Data Entry 
Field Description/Instructions 

Birth date The family member's/dependent's date of birth. This field must be completed if 
the dependent type is "Dependent" or "Depnd/Benf" (BAH Eligible).  

Birth 
Country 

The family member's/dependent's country of birth. Enter the standard three-
letter country code (e.g. "USA" for United States of America). Click the  icon 
to lookup valid codes if necessary. 

State 
Province 

The family member's/dependent's state or province (Field label will change 
depending on the country code entered.) of birth. Enter the standard two-letter 
abbreviation. Click the  to lookup valid codes if necessary. 

Birth Location Enter the birth city. 
BAH Eligible Click this checkbox if the member will be entitled to BAH with dependents for 

this family member.  Also, click this checkbox even if the member's spouse, in a 
member-to-member marriage, is on active duty. The spouse in service block 
(see below) must be checked also. 
 
Before adding a BAH Eligible Family Member consult Chapter 3-F of the 
Coast Guard Pay Manual, COMDTINST M7220.29(series). 
If the person you are adding is a BAH eligible family member as outlined in the 
Coast Guard Pay Manual, then this box should be checked. 
 
If not a BAH eligible family member (i.e. a child over age 21 and not a full time 
student), this box should not be checked. Exception: Check this block even if 
the spouse is an active duty service member.   

BAH Eligibility 
Date 

If adding a BAH Eligible Family member, enter the date: 
 

o the member began support (e. g. Child's birth date) 
o dependency was approved by PSC (LGL) 
o of marriage 

 
Note:  If the date of marriage, child's date of birth, or dependency is prior to the 
member's accession date, then the date of accession should be used. 

Greater than 
50% Support 

Click this checkbox only when the family member does not reside with the 
member and receives more than 50% of their support from the member. 

Gender Choose the family member's gender from the drop-down list. 
Marital Status Chose the family member's marital status from the drop-down list. 
Marital Status 
Date 

Enter the date corresponding to the martial status chosen above. May be left 
blank when the family member is single.   
Note:  If adding a spouse, this is the date that will be shown as the Date of 
Marriage on the BAH Dependency Form 
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Personal Profile Tab Data Entry (cont’d) 

Field Description/Instructions 
Spouse in 
Service/Branch 
of Service 

Spouse in Service. Click the checkbox if this family member is the member's 
spouse and is in the service. When you click this checkbox, a new drop-down 
menu item will appear from which to choose the branch of service. You must 
also enter the spouse's SSN in the National ID information below. The BAH 
Eligible checkbox (above) must also be marked even if the spouse is on 
active duty. 

Student Check this box when the family member is a child over age 21 but less than 23 
attending school full time and is dependent of the member of over half of their 
support. 

Student Status 
Date 

Enter the date the student status became effective. 

Disabled Check this box when the family member is an incapacitated child over age 21 
Smoker Not used, leave blank 
Occupation Not used, leave blank 
Medicare 
Entitled Date 

Not used, leave blank 

Riders/Orders Not used 
Phone Numbers Click this link to add additional contact phone numbers for the family member. 
National ID This section is used to record the family member's Social Security Number 

(SSN). If the member's spouse is in the service, you must provide an SSN. 
Country Enter USA 
National ID 
Type 
Description 

Enter PR (for "Primary") 

National ID Enter the family member's SSN. 
Primary ID Check this box 

Step Action 
6 

Click the  button.  
Carefully review the data you have entered before saving this transaction.  Be absolutely 
sure all that all the data is correct and that you have not made any typographical errors. 
 Be sure you entered the correct employee ID number when you began this transaction. 
 If you have any questions or concerns, cancel the transaction and ask for help. 

Click  to proceed. 
You may now close the window and return to the Activity Guide to begin another transaction. 
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Marriage, Divorce or Spouse’s Death 

Introduction: 

This section provides the procedures for updating a member's marital status. 

Procedure: 

Start PeopleSoft, sign in and follow these steps to view, enter or change a member's marital 
status. 
Step Action 

1 Click the Marriage, Divorce or Spouse’s death link on the Dependency/Emergency Data 
Activity Guide. 
 
A search page will appear. Enter the member's employee ID number or other search 

criteria (see Employee ID Search Tips) and click the  button to select the 
member you wish to display. 

When choosing a member from the search results, please be sure you are 
choosing the person you actually want to change data on. Verify the employee ID 
or national ID before making any changes. 

2 The Employee Personal Data page will display. If you are changing the member's 
marital status or adding a new address, click the  to begin a new transaction. 
The effective date field will change to today's date and the number of rows will increase. 
If you are just viewing the information it is not necessary to add a new row. 
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Step Action 

3 The member's marital status is shown on the first tab (Name tab of the Personal Data 
page).  
 
Reminder:  If a member's marital status changes you must also update Employee Family 
Member and Beneficiary Information and Elections and Beneficiaries. 

 
• Enter the effective date of the change in the Effective Date field (dates are all 

numeric and are entered in MM/DD/YYYY format, click the  icon to look up the 
date if necessary).  Note:  This is not the date that will be reflected as the Date of 
Marriage on the BAH/Dependency Data form.  Update/correct the spouse's 
Marital Status Date if the BAH/Dependency Data form does not show the correct 
date. 

• Choose the Marital Status from the drop down menu in the Benefits Information 
section of the page. 

 
 

4 
Click  to save the information. 

 
You may now close the window to return to the Activity Guide to begin another transaction. 
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SGLI and Dependent SGLI 

Introduction: 

This section provides the procedures for entering a member's SGLI (Servicemember's Group Life 
Insurance) and Dependent SGLI elections.  
 
After the data is entered and saved, PeopleSoft will generate JUMPS (Joint Uniform Military Pay 
System) transactions to start or stop deductions from the member's pay for SGLI premiums. 
 

Before You Begin: 

For SGLI elections, the beneficiaries information may be left blank. SGLI beneficiary 
designations are made by the member on form SGLV-8286 and do not need to be duplicated in 
PeopleSoft to be valid. In PeopleSoft, we are primarily concerned with capturing the member's 
coverage election so the appropriate payroll transactions can be initiated.  However, you must 
enter the member's spouse as the beneficiary when inputting SGLI-Family elections. This 
is true even if the member is declining coverage or stopping coverage.   

Procedure 

Follow these steps to enter SGLI elections. 
Step Action 

1 Click the SGLI and Dependent SGLI link on the Dependency Emergency Data Activity 
Guide. 

2 A search page will appear. Enter the member's employee ID number or other search 

criteria (see Employee ID Search Tips) and click the  button to select the 
member you wish to display. 

When choosing a member from the search results, please be sure you are 
choosing the person you actually want to change data on. Verify the employee ID 
or national ID before making any changes. 

3 The Life and AD/D Benefits page will display. There are two tabs on this page. 
• Elections 
• Beneficiaries 
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Step Action 

3 The Elections tab must be completed first and is displayed when the page opens. 

 
4 Click the "View All" link at the top of the page to display all the plan types the member 

has on file. 

 
5 Review the plan types the member has on file. 

Plan Type Title Purpose 
20 Life SGLI on the life of the 

member 
25 Dependent Life SGLI on the life of the 

spouse 
2A Death Gratuity Benefit Payment of Death 

Gratuity when there is 
no surviving spouse or 
children. 

2B Member Missing Person to receive an 
allotment of funds if 
member is missing or 
unable to transmit 
funds. 

2C Unpaid Pay & 
Allowances 

Person(s) to receive 
unpaid pay & 
allowances due the 
member at the time of 
death. 

Plan Types 2A, 2B & 2C will appear as choices but are not used in this 
procedure. 

If the Plan Type you need to change is not listed, add it by clicking the uppermost 
 button to add new plan type. 
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Step Action 

4   
 
<--Add row button for new plan 
types 
  
 
<-Add row button for new coverage 
elections within an existing plan type 

A new row will be inserted. The Plan Type will default to an existing plan type, click the 
 to lookup and change the Plan Type before continuing. 

If the Plan Type you need to change is listed, add a new coverage election by clicking 
the  in that Plan Type's row. 
Note: If you are updated an existing election, and that election has not taken effect yet, 
you can make changes to it without first inserting a new row. If the Coverage Begin Date 
and Election Date fields are in the future, the election has not taken effect yet and can 
be changed. 

6 Complete the Coverage Election as follows. 
Field Description/Instructions 
Smoker Not used, leave unchecked 
Coverage 
Begin Date 

Coverage begin date is required when setting up a new Coverage 
Election.  
 
For SGLI/Family-SGLI plan types:  Enter the date the member 
signed the SGLV-8286 or SGLV-8286A form.   
 
Enter the date or use the date calendar icon to bring up the date 
screen. 

Deduction 
Begin Date 

Deduction begin date will be setup based on the new hire date. Future 
changes will equal the Coverage Begin Date. No changes are required 
to this field. 

Coverage 
Election 

‘Elect’ is the default choice and cannot be changed for any plan type. 
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Step Action 

6 Benefit 
Plan 

Click the  to lookup the Benefit Plan Code. SGLI has codes for coverage 
from $0 (declined) to $250K. Family Member SGLI has codes for coverage 
from $0 (declined) to $100K. The other plan types are not used (example for 
Family SGLI shown below): 

Plan Type Benefit Plan 
Dependent Life 
(Family-SGLI) 

0 Zero Option Family SGLI  
1 $10,000 Family SGLI Coverage  
2 $20,000 SGLI Family Coverage  
3 $30,000 SGLI Family Coverage  
4 $40,000 SGLI Family Coverage  
5 $50,000 SGLI Family Coverage  
6 $60,000 SGLI Family Coverage  
7 $70,000 SGLI Family Coverage  
8 $80,000 SGLI Family Coverage  
9 $90,000 SGLI Family Coverage  
A $100,000 SGLI Family Coverage  
Y - Administrative Stop. Can only be used by 
PSC Topeka.  

Coverage 
Options 
Base 
Benefits 

These areas are not used. 

 
7 Click the Beneficiaries tab to enter the member's beneficiary designations for the 

coverage you just added. 
For SGLI elections (for insurance on the life of the member), the beneficiaries 
information may be left blank. SGLI beneficiary designations are made by the member 
on form SGLV-8286 and do not need to be duplicated in PeopleSoft to be valid. In 
PeopleSoft, we are primarily concerned with capturing the member's coverage election 
so the appropriate payroll transactions can be initiated. However, you must enter the 
member's spouse as the beneficiary when inputting SGLI-Family elections. This is 
true even if the member is declining coverage or stopping coverage.   
 
Note: Before a person can be listed as a beneficiary you must add them using the 
Employee Family Member and Beneficiary Information update/change process 

Complete the Beneficiary information as follows. Use the  and  buttons to add or 
remove beneficiary data rows. 
Field Description/Instructions 
Plan Type PeopleSoft populates the plan type from the Elections page. 

Click on View All and then use the scroll bar to view additional plan 
types. 

Coverage 
Begin Date 
Effective Date 
Benefit Plan 

PeopleSoft populates these fields from the selected coverage. 
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Step Action 

7 Distribution By 
Law 

Default value is Checked upon entry into the Coast Guard. This is used 
when no beneficiary is actually selected for the applicable benefit plan. 

Beneficiary ID Click the  for a listing of available beneficiaries. If the beneficiary is 
not listed, you will have to add them using the Employee Family 
Member and Beneficiary Information update/change process.  
Note:  You must enter the member's spouse as the beneficiary 
when inputting SGLI-Family elections.  This is true even if the 
member is declining coverage or stopping coverage.   

Percent of 
Benefit 

Percent of the benefit amount is must equal 100% for all Plan Types 
except Family Member SGLI, it will be blank, and Member Missing, it 
can be less than 100%. 

Flat Amount Not used, leave blank. 
Payment 
Method 

For SGLI, choose Lump Sum or Equal Payments as indicated on the 
member's SGLV-8286 form. All other Plan Types are Lump Sum. 

Excess Not used, leave unchecked. 
Contingent If this beneficiary is not the primary beneficiary, check this field. 

Whenever this field is checked, you must list a principle beneficiary or 
beneficiaries. 

Totals PeopleSoft populates based on the sum of the values entered in the 
Percent of Benefit field for Primary and Contingent beneficiaries. The 
totals must equal 100% in order to save the data  

8 
Click  to save your changes. 
Carefully review the data you have entered before saving this transaction.  Be absolutely 
sure all that all the data is correct and that you have not made any typographical errors. 
 Be sure you entered the correct employee ID number when you began this transaction. 
 If you have any questions or concerns, cancel the transaction and ask for help. 

 
You may now close the window and return to the Activity Guide to begin another transaction. 
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Print BAH/Dependency Form 

Introduction: 

This section provides the procedure to print a BAH/Dependency/ form for an individual. A report, 
listing all the members at a unit and their BAH eligible family members is also available. See the 
Print Dependency Data By Unit topic for more information. 
 
The BAH/Dependency data form lists a member's BAH eligible dependents and provides an area 
for the member to certify the accuracy of the information. 
 
Sample report  
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Procedure: 

Follow these steps print a BAH/Dependency Data form. 
Step Action 

1 Click the Print a BAH/Dependency Form link on the Dependency and Emergency Data 
Activity Guide 

2 The Run Control ID Entry Page will appear. 
If you have used this process before, enter your initials in the Run Control ID block 

and click the  button. 
 
 
 
 
<-Initials 
 
 
 

 
 

• If this is the first time you have used this process, click the Add a New 
Value link. 

 

1. Enter your initials in the Run 
Control ID block. 

2. Click the  button. 

 
3 The CG-4170 Run page will display. 

 
2. Enter the Employee ID of the member you want to generate a CG-4170A for. 
• You can use the  button to lookup the EmplID if necessary. See Search Tips 

for help. 

2. Click the  button to begin processing. 
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Step Action 

4 The Process Scheduler Request page will display. 

 
In the Server Name field, click the drop-down menu and choose PSUNX.  Change the 
*Type field to "Email". Set the *Format field to "PDF". 

 
If you selected Email you can click on the Distribution icon  to add additional addresses 
and customized the email message.  This step is not necessary if you have your business 
email address entered in the system, the report will automatically be mailed to your 
business email address. Use this feature if you want to email the report to other addresses. 
The Distribution Detail page will display, scroll down to the E-Mail Only section and enter 
the subject, text and e-mail address for the message: 

 
Insert additional email addresses in the Email Address List box.  Separate entries with a 
(;) e.g. "jjohnson@unit.uscg.mil;tsmith@unit.uscg.mil. 
 

Click  to continue. You will be returned to the Process Scheduler Request page. 

Click  on the Process Scheduler Request page. 
5 The Run CG-4170 page will display again. A "Process Instance" number will appear under 

the Process Monitor link and the Employee ID number will show in the EmplID field. 

 
If you selected "Email" for the type, you may exit the application. The CG-4170A should 
arrive via e-mail within a few minutes. 

6 Close the Report and Process Monitor windows then select another activity from the 
Dependency and Emergency Data Activity Guide page. 
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Print BAH/Dependency Forms for a Unit 

Introduction 

This section provides the procedure for running the BAH/Dependency Data form.  The 
BAH/Dependency data form lists a member's BAH eligible dependents and provides an area for 
the member to certify the accuracy of the information. 
 
Sample page from report 
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Procedure 

Start Internet Explorer, sign into PeopleSoft (note, see the Signing In topic in the Using 
PeopleSoft section if you need help getting started) and follow these steps to complete this 
procedure. 
Step Action 

1 Select menu items in the following order (note, see the Basic Navigation topic for help on using 
menus): 
 
Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emergency Data 

2 The Dependency/Emergency Data Activity Guide will display.  Select the Print a 
BAH/Dependency From for a Unit link 
 

 
3 The Run Control ID Entry Page will open in a new window.. 

If you have used this process before, enter your initials in the Run Control ID block and click 
the  button. 
 

 
 
 
<-Initials 
 
 
 

If this is the first time you have used this process, click the Add a New Value link. 

 

1. Enter your initials in the Run Control ID 
block. 

2. Click the  button. 
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Step Action 

4 The Run page will display. 

 
1. Enter the Department ID of the unit you want to generate  forms for. 

• You can use the  button to lookup the Department ID if necessary. See Search Tips 
for help. 

• Use the Search By Operational Facility Code (OPFAC) or Search Description Option to 
locate department IDs  
 
Example search by OPFAC 

 
 
Example search by description 

 
2. Click the  button to begin processing. 
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Step Action 

5 The Process Scheduler Request page will display 
 

 
6 Select Web from the Process Type drop down menu. 

 
7 Select PDF from the Format drop down menu. 

 
PDF = Adobe Acrobat 

8 Click the OK button to launch the process and return to the Process Scheduler Request page. 
9 Click the Process Monitor link in the upper right-hand corner of the Process Scheduler Request 

page. 
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Step Action 
10 The Process Monitor page will display.  Click the Refresh button periodically until the Run Status 

shows "Success" and the Details link is active. It could take some time for the status to change if 
you are running a large report or the system is heavily loaded.   
 

 
 

11 Click the Details link.  The Process Detail Page will display. Click the View Log/Trace link. 
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Step Action 
12 The Report Log Viewer page will open in a new window.  Access your report by clicking the link 

with the report name and number in it (In the example below, cg4170dp_610219.PDF is the link 
to the report). 

 
Note:  You can also save the report to your local system at this time by clicking the right mouse 
button and selecting "Save Target As...".  You will be prompted to select a location to save the file 
to. 

 
13 Your report will open and display in the web browser. Use the buttons  in the Adobe 

Acrobat reader to save or print the report. 
 

 
 

14 Close the Report and Process Monitor windows  
15 Select another activity from the Dependency and Emergency Data Activity Guide page. 
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Update a Person’s Emergency Contact Information 

This section provides the procedures for adding, updating and removing Emergency Contacts for 
members who do not have access to PeopleSoft self-service. 
 
Emergency Contacts are persons, the member designates, who are to be contacted in the event 
of an emergency. Any person entered as an emergency contact may be contacted in the event 
the "Primary" contact cannot be reached. 
 
Emergency contact information will be printed on the Emergency Contact Information report.  The 
report can be printed for an individual or for all members of a unit. 
 

Procedure 

Follow these steps to update Emergency Contact information. 
Step Action 

1 Click the Update a Person’s Emergency Contact Information link on the 
Dependency/Emergency Data Activity Guide. 

2 A search page will appear. Enter the member's employee ID number or other search 

criteria (see Employee ID Search Tips) and click the  button to select the 
member you wish to display. 

When choosing a member from the search results, please be sure you are 
choosing the person you actually want to change data on. Verify the employee ID 
or national ID before making any changes. 

3 The Employee Emergency Contact page will display. There are two tabs on this page. 
1. The Contact Address/Phone tab (displayed first) allows you to enter the 

Emergency Contact's name, relationship to the member and address. 
  

2. The Other Phone Numbers tab allows you to enter the Emergency Contact's 
phone numbers. 
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Step Action 

4 Complete/Update the Contact Address/Phone tab. 

 
Field/Button or 
Link 

Description/Instructions 

 If the member has more than one Emergency Contact on file, this 
link will be active. Click it (or the arrow buttons) to view additional 
Emergency Contacts. 

 If you are adding an additional Emergency Contact, click this 
button to insert a new row 

 If you are removing a Emergency Contact, click this button to 
delete the row. Note: If you delete the only Emergency Contact, 
the system will not allow you to save until you add a new one. At 
least one Emergency Contact entry is required. 

Contact Name Enter the Last Name followed by a comma (,) the first name 
followed by a comma and a space then the middle initial or middle 
name. 
Example: 
Smith,John J 
  

Relationship to 
Employee 

Click the drop-down menu for a list of relationship types. Click on a 
relationship type to select it. 

Primary Contact 
(checkbox) 

Check this box if this is the Primary Emergency Contact for this 
member. Only one Primary Contact is permitted.  
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Step Action 

4 Same 
Address/Phone as 
Employee 
(checkbox) 

Check this box if the Emergency Contact and member reside at 
the same address. The remainder of the address information will 
automatically be filled in.  
  

Country  Defaults to USA. Click the  to lookup country codes for other 
countries if the Emergency Contact does not reside in the USA. 

Address (1 through 
3) 

Enter the mailing address (street, P. O. Box number, etc.) on these 
lines. 

Phone Enter the primary daytime telephone number for the Emergency 
Contact. Additional phone number can be entered on the next tab. 

City/Province This field will change from City to Province depending on the 
country selected. Enter the city or province Emergency Contact's 
mailing address. 

County Not required. Enter the county if known 
Postal Enter the Zip or Postal code. 

State  Enter the standard two-letter state abbreviate code. Click the  to 
lookup codes if necessary.  

5 Click the Other Phones Tab to enter additional phone numbers for this emergency 

contact or click the  button if there are no additional phone numbers or 
Emergency Contacts to be added. 

6 Complete/Update the Additional Phone Numbers tab. 

 
Field/Button or Link Description/Instructions 

 If the member has more than one Emergency Contact on file, 
this link will be active. Click it (or the arrow buttons) to view 
additional Emergency Contacts 

 If you are adding an additional Emergency Contact, Phone 
Number and a blank row is not already displayed, click this 
button to insert a new row 

 If you are removing a Emergency Contact phone, click this 
button to delete the row. 

Phone Type 
(drop-down menu) 

Click the drop-down menu for a list of phone types. Click on a 
phone type to select it. 

Phone Enter the phone number, area code first.  
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Step Action 

7 Click the Contact Address Phone Tab to enter additional Emergency contacts or click the 

 button if there are no additional phone numbers or Emergency Contacts to be 
added. 
Carefully review the data you have entered before saving this transaction.  Be absolutely 
sure all that all the data is correct and that you have not made any typographical errors. 
 Be sure you entered the correct employee ID number when you began this transaction.  If 
you have any questions or concerns, cancel the transaction and ask for help. 
 

 
You may now close the window and return to the Activity Guide to begin another transaction. 
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Print Emergency Contact Information By Employee ID 

Introduction 

This section provides the procedure for printing a member's emergency contact information. The 
report includes the names, addresses, phone numbers of people the member has designated to 
be notified in the event of an emergency. 
 

Sample report.  
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Procedure 

Start Internet Explorer, sign into PeopleSoft (note, see the Signing In topic in the Using 
PeopleSoft section if you need help getting started) and follow these steps to complete this 
procedure. 
Step Action 

1 Select menu items in the following order (note, see the Basic Navigation topic for help 
on using menus): 
 
 
Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emergency 
Data 

2 The Dependency/Emergency Data Activity Guide will display.  Select the Print 
Emergency Contact Information by EMPLID link 
 

 
3 The Run Control ID Entry Page will open in a new window. 

If you have used this process before, enter your initials in the Run Control ID block 

and click the  button. 
 
 
 
 
<-Initials 
 
 
 

 
 

• If this is the first time you have used this process, click the Add a New 
Value link. 

 

1. Enter your initials in the Run 
Control ID block. 

2. Click the  button. 
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Step Action 

4 The Run page will display. 

 
1. Enter the Employee ID of the member you want to generate an Emergency Contact 
listing for. 

• You can use the  button to lookup the EmplID if necessary. See Search 
Tips for help. 

2. Click the  button to begin processing. 
5 The Process Scheduler Request page will display. 

 
In the Server Name field, click the drop-down menu and choose PSUNX.  Change 
the *Type field to "Email". Set the *Format field to "PDF". 

 
 
Note:     You can select the "WEB" type if you would rather have the report available 

on the Reports Server.  See the Using Process Scheduler Web Option topic 
for more information. 

If you selected Email you can click on the Distribution icon  to add additional 
addresses and customized the email message.  This step is not necessary if you 
have your business email address entered in the system, the report will automatically 
be mailed to your business email address. Use this feature if you want to email the 
report to other addresses. 
The Distribution Detail page will display, scroll down to the E-Mail Only section and 
enter the subject, text and e-mail address for the message: 
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Step Action 

5 

 
Insert additional email addresses in the Email Address List box.  Separate entries 
with a (;) e.g. "jjohnson@unit.uscg.mil;tsmith@unit.uscg.mil. 
 

Click  to continue. You will be returned to the Process Scheduler Request page. 

Click  on the Process Scheduler Request page. 
6 The Run page will display again. A "Process Instance" number will appear under the 

Process Monitor link and the Employee ID number will show in the EmplID field. 

 
If you selected "Email" for the type, you may exit the application by closing the 
window and returning to the Activity Guide. The report  should arrive via e-mail within 
a few minutes. 

 
You may now close the window and return to the Activity Guide to begin another transaction. 
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Print Emergency Contact Information for a Unit 

Introduction 

This section provides the procedure for running the Emergency Contact Data report.  The report 
includes the names, addresses, phone numbers of people the member has designated to be 
notified in the event of an emergency. 
 

Sample report.  
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Procedure 

Start Internet Explorer, sign into PeopleSoft (note, see the Signing In topic in the Using 
PeopleSoft section if you need help getting started) and follow these steps to complete this 
procedure. 
Step Action 

1 Select menu items in the following order (note, see the Basic Navigation topic for help on 
using menus): 
 
Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emergency 
Data 

2 The Dependency/Emergency Data Activity Guide will display.  Select the Print Emergency 
Contact Information for a Unit link 
 

 
3 The Run Control ID Entry Page will open in a new window. 

If you have used this process before, enter your initials in the Run Control ID block and 

click the  button. 
 
 
 
 
<-Initials 
 
 
 

 
 

• If this is the first time you have used this process, click the Add a New Value 
link. 

 

1. Enter your initials in the Run Control 
ID block. 

2. Click the  button. 
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Step Action 

4 The Run page will display. 

 
1. Enter the Department  ID of the unit you want to generate  forms for. 

• You can use the  button to lookup the Department ID if necessary. See Search 
Tips for help. 

• Use the Search By Operational Facility Code (OPFAC) or Search Description 
Option to locate department IDs  
 
Example search by OPFAC 

 
 
Example search by description 

 
2. Click the  button to begin processing. 
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Step Action 

5 The Process Scheduler Request page will display 
 

 
6 Select Web from the Process Type drop down menu. 

 
7 Select PDF from the Format drop down menu. 

 
PDF = Adobe Acrobat 

8 Click the OK button to launch the process and return to the Process Scheduler Request 
page. 

9 Click the Process Monitor link in the upper right-hand corner of the Process Scheduler 
Request page. 

 
 

10 The Process Monitor page will display.  Click the Refresh button periodically until the Run 
Status shows "Success" and the Details link is active. It could take some time for the 
status to change if you are running a large report or the system is heavily loaded.   
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Step Action 
11 Click the Details link.  The Process Detail Page will display. Click the View Log/Trace 

link. 
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Step Action 
12 The Report Log Viewer page will open in a new window.  Access your report by clicking 

the link with the report name and number in it (In the example below, 
cg4170dp_610219.PDF is the link to the report). 

 
Note:  You can also save the report to your local system at this time by clicking the right 
mouse button and selecting "Save Target As...".  You will be prompted to select a location 
to save the file to. 
 

 
13 Your report will open and display in the web browser. Use the buttons   in the 

Adobe Acrobat reader to save or print the report. 
 

14 Close the Report and Process Monitor windows  
15 Select another activity from the Dependency and Emergency Data Activity Guide page. 
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